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§330.603

§330.603 Requirements for agency
CTAPs.

(a) BEach agency must establish a
CTAP for its surplus and displaced em-
ployees. HEach agency must send its
plan, and any modifications, to OPM,
Employee Services, after approval by
an authorized agency official.

(b) Each agency must uniformly and
consistently apply its CTAP and these
regulations to all surplus and displaced
employees.

(c) In addition to a description of the
agency’s selection priority policies re-
quired by §330.604, a CTAP must de-
scribe the agency’s policies with regard
to how it will provide career transition
services to all its surplus and displaced
agency employees, including excepted
service and Senior Executive Service
employees. The plan must describe:

(1) The types of career transition
services the agency will provide;

(2) Policies on employees’ and former
employees’ use of transition services
and facilities, including:

(i) Excused absences for transition-
related activities;

(ii) Access to services or facilities
after separation;

(iii) Orientation sessions on career
transition services and information as
described in §330.608(a) and (b), respec-
tively;

(iv) Retraining policies;

(v) Access to agency CTAP services
and resources by all employees, includ-
ing those with disabilities, those in
field offices, and those in remote sites;

(vi) Access to other Federal, State,
and local resources available to sup-
port career transition for employees
with disabilities; and

(vii) Availability of employee assist-
ance programs and services.

(d) An agency’s CTAP must also de-
scribe the agency’s policies and proce-
dures for its Reemployment Priority
List established under subpart B of this
part and the Interagency Career Tran-
sition Placement Plan established
under subpart G of this part.

§330.604 Requirements for agency
CTAP selection priority.
In addition to the overall require-
ments of §330.603, an agency’s CTAP
must describe:
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(a) How the agency will provide
CTAP selection priority to surplus and
displaced employees for vacancies in
the local commuting area before se-
lecting any other candidate from either
within or outside the agency;

(b) Procedures for reviewing CTAP
eligibles’ qualifications and resolving
qualification issues or disputes;

(c) Decisions involving discretionary
areas under §330.607 (such as whether
excepted service employees will receive
CTAP selection priority, priority of
surplus versus displaced employees,
designation of agency components, and
selection priority beyond the local
commuting area); and

(d) When and how the agency will in-
form its surplus and displaced employ-
ees about CTAP eligibility criteria, as
required by §330.608(b), how to apply
for agency vacancies, and how to re-
quest CTAP selection priority.

§330.605 Agency responsibilities for
deciding who is well-qualified.

(a) An agency must define what con-
stitutes a well-qualified candidate for
its specific vacancies, consistent with
this subpart, and uniformly apply that
definition to all CTAP eligibles being
considered for the vacancy.

(b) An agency must conduct an inde-
pendent second review and document
the specific job-related reasons when-
ever a CTAP eligible is determined to
be not well-qualified under the agen-
cy’s definition. The agency must give
the CTAP eligible the written results
of this review as required by §330.608(e).

§330.606 Minimum criteria for agency
definition of “well-qualified”.

(a) At a minimum, the agency must
define ‘‘well-qualified”” as having
knowledge, skills, abilities, and/or
competencies clearly exceeding the
minimum qualification requirements
for the vacancy. The agency definition
may or may not equate to the highly
or best qualified assessment criteria
established for the vacancy; however,
the agency definition of ‘well-quali-
fied”” must satisfy the criteria in para-
graph (b) of this section.

(b) Under an agency’s definition of
“well-qualified,” the agency must be
able to determine whether a CTAP eli-
gible:
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(1) Meets the basic eligibility re-
quirements (including employment
suitability requirements under part 731
of this chapter and any medical quali-
fications requirements), qualification
standards (including minimum edu-
cational and experience requirements),
and any applicable selective factors;

(2) Is physically qualified, with or
without reasonable accommodation, to
perform the essential duties of the po-
sition;

(3) Meets any special qualifying con-
ditions of the position;

(4) Is able to satisfactorily perform
the duties of the position upon entry;
and

(b) At agency discretion, either:

(i) Rates at or above specified level(s)
on all quality ranking factors; or

(ii) Rates above minimally qualified
in the agency’s rating and ranking
process.

§330.607 Applying CTAP selection pri-
ority.

(a) An agency must not place any
other candidate from within or outside
the agency into a vacancy if there is an
available CTAP selection priority can-
didate, unless the personnel action to
be effected is an exception under
§330.609.

(b) In accordance with the conditions
of part 300, subpart E, of this chapter,
an agency may not procure temporary
help services under that subpart until a
determination is made that no CTAP
eligible is available.

(c) CTAP selection priority applies to
a vacancy that:

(1) Is at a grade or pay level with a
representative rate no higher than the
representative rate of the grade or pay
level of the CTAP eligible’s permanent
position of record;

(2) Has no greater promotion poten-
tial than the CTAP eligible’s perma-
nent position of record;

(3) Is in the same local commuting
area as the CTAP eligible’s permanent
position of record;

(4) Is filled during the CTAP eligi-
ble’s eligibility period; and, if applica-
ble,

(5) Is filled under the same excepted
appointing authority as the CTAP eli-
gible’s permanent position of record if
the CTAP eligible is an excepted serv-

§330.607

ice employee and the agency CTAP
provides selection priority in the ex-
cepted service.

(d) An agency may take actions
under §335.102 of this chapter to place a
permanent competitive service em-
ployee into a vacancy if there are no
CTAP eligible employees in the local
commuting area or if no CTAP eligi-
bles apply for the vacancy.

(e) An agency component may place a
component employee within the local
commuting area in the vacancy after
the component applies CTAP selection
priority to its employees.

(f) If there are two or more CTAP se-
lection priority candidates for a va-
cancy, the agency may place any of
them. An agency may decide the spe-
cific order of selection among CTAP se-
lection priority candidates. For exam-
ple, an agency may:

(1) Provide a displaced candidate
higher priority than a surplus can-
didate; or

(2) Provide an internal component
candidate higher priority than another
component’s candidate.

(g) After an agency makes the va-
cancy available to its CTAP eligibles
and meets its obligation to any CTAP
selection priority candidates, the agen-
cy may place into the vacancy any
other permanent competitive service
candidate from within its workforce,
under appropriate staffing procedures.

(h) An agency may provide CTAP se-
lection priority to eligible employees
from another commuting area after
fulfilling its obligation to CTAP selec-
tion priority candidates in the local
commuting area.

(i) An agency may deny a CTAP eligi-
ble future selection priority if the eli-
gible:

(1) Declines an offer of a permanent
appointment at any grade or pay level
in the competitive or excepted service;
or

(2) Fails to respond within a reason-
able period of time, as defined by the
agency, to an offer of a permanent ap-
pointment at any grade or pay level in
the competitive or excepted service.

(j) Before appointing an individual
from outside the agency’s permanent
competitive service workforce, the
agency must follow the requirements
of subparts B and G of this part.
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